K: Washington State Department of
Enterprise Services

Account Ability

Account
Ability

=
ER Webl - = =1l ™
1099 data A P

download

Recipients
R

e Create a mapping of
Webl and Account
Ability 1099-MISC
reportable amount

e Import
e Print Forms for selected
recipient

Special instructions:
¢ We find that the application function best with one user per client (agency)
logged in Account Ability.
e “Multiple users per client” is available; however, client needs to coordinate
usage. For example, if a user is importing, other user should not be editing the
client profile.
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(1) Open Account Ability

1. Web Site: http://www.des.wa.gov/1099-misc-reporting

e Under “Related Links” heading, click on “Login to Account Ability”.

Related Links
provide our

1sc 3 Login to.."~‘.x:::n:xunt Ability

Contay ""‘!‘r’l.qenc',f 1099
suators, -

2. Welcome to CITRIX

Welcome

Log on to access your applications.

User name: |-J -

Log On e

1. User name: (thisis your Citrix Logon)
2. Password: (thisis your password to the Citrix server for Account Ability).

If you've forgotten your Citrix logon password, please contact the Accounting
Applications Service Desk, 360-407-8182 or afrshelpdesk@ofm.wa.gov.

Please provide Service Desk the following information:
e |dentify yourself as a user of Citrix for Account Ability (1099-MISC
Reporting) application.
e Your fullname and agency you work for
e Your assigned User Name (User ID)

3. Log On: Click on the [Log On] button
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(1) Open Account Ability

Login to Citrix First Time

If you are login into Citrix for the first time, you will be prompted to change your
temporary password.

Change Password

Consult your help desk or corporate security policy to learn about your company's password guidelines,

Old password:
Mew passwaord:

Confirm password:

If you have not logged into Citrix for Account Ability for the last 120 days, your password
follows the aging policy and will need to be reset. Please contact the Accounting
Applications Service Desk for assistance with resetting your password to Citrix for

Account Ability.
Please provide Service Desk the following information:
ldentify yourself as a user of Citrix for Account Ability (1099-MISC

Reporting) application.
e Your full name and agency you work for
e Your assigned User Name (User ID)

Page 3
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(1) Open Account Ability

3. Account Ability Application

“Account Ability” selection — double click on the DES Application.

Applications :

Accountability 2012 ,

Click "Ok" on Legal Use Statement message.

Legal Use Statement

Thiz caomputer and zaftware are the property of the
State af YW azhingtan, it iz intended far the uze by autharized
perzonnel only. Unauthaonized uze iz a violation of state law.
Thiz syztem iz monitared by Metwark. Sostems.

oK.
nmalz ]
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(1) Open Account Ability

4. |f prompted, select "Full Access" to Citrix Client File Security and then click OK.

gl

&

'w Client File Security

A server application iz requesting access ko pour
local client files.

YWwhat access do pou want to grant?
" MoAccess

fe Full Aocess

Do you want ta be azked again?
f+ Alwans aszk me

" Mever ask me again for this server

" Mever ask me again

[

It is very important that “Full Access” is granted to your computer because the
application needs the files residing on your desktop or agency'’s secure folders. The
access rights will only be in affect during your active session.
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(1) Open Account Ability

5. Account Ability Forms Division

Note that you are currently working in the 2012 version of Account Ability.

Account Ability Forms Division

= . OB Account Ability™ carries
Tax i‘m'nm for

s ¥

a complete line of

Lager Forms
Lazer Kits
Companion Envelopes
Continuous Forms
Pressure Seal Forms
Presentation Folders
Fresentation Envelopes
Labor Law Posters
Lager Checks

Place your arder anline at
wiwaw_ idmsinc.com

- .6 or call IDMS today at
: 288-IDMSIMC (436-7452)

lm

Click on the X at the top right corner of this message to close out of this message.

Ability™ carries
lete lin
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(1) Open Account Ability

6. Account Ability’s Tip of the Day

This dialogue provides “Did you Know?e" about Account Ability.

Account Ability

Tax Form Preparation for 2012

Did You I a field iz unclear, try resting vour mousge on
Know? [few zeconds to zee if a hint iz available.

[v Show Tipz on Startup MHest Tip

it for a

Cloze

Click [Close] button to close out of the message.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

Mapping Source data (Webl) to Destination data (Account Ability)

Account Ability is capable of importing Information Returns such as the 10992-MISC.
Before you could import data from the source file into the 1099-MISC form, you must
map the data elements from the Source file to the data elements on 1099-MISC form.
This can be done via the Import Mapping Utility.

a) Open Client

1. Click [Module] and [Client (Filer) |—E ACCOUNT ABILITY - Tax Form Prepar;
Management]

Module Preferences Forms  Window  Help-

Z# Transmitter § Submitker Information. ..

_|||-'r||' (Filer) Managemenk

rI: "'; fJJtlllt‘;.f

Note: You can also open up the Client
(Filer) Management by clicking on the

little man |'— at the top right corner of
the Account Ability toolbar.

2. Navigate to your agency'’s

Client ID
3. Highlight client ID and click on Note: You can also open up a Client ID
[Select] by double-clicking it.

b) Once a Client ID is selected, the Active Forms dialogue opened.
select “1099-MISC”

1099-MI5C

In production, you will be prompted with a 1099-MISC form password. This password
is unique to your agency.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

DES will e-mail you the agency’s password to 1099-MISC form. Please keep this

password safe.

You may be prompted with the following “Important — Please Read” message.
Please click OK.

[IMPORTANT - PLEASE READ

= Selected Client 1D - INSTRUCT
I) Selected Returns - 1099-MISC (Depress ALT+F1 for IRS Instructions)

In order ko roll forward the selected client's 2011 returns, select
"Import -= Roll Forward Prior Year..."

from the 1093-MISC "File" menu,

Did aou know that you can MINIMIZE KEYSTROKES by specifying which boxes ko use on Form 1099-MISC? Simply right-click your mouse on the caption of any box in order to activate that box's

"Designate Tab Stop" dialag.

0K |

This message is important when you are working from one set of calendar reporting

year to another.

Since 2012 is the first reporting year that we are using Account Ability, you will not

have any 2011 data to roll forward to the 2012 reporting tax year.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

Form 1099-MISC for your Client ID will come up as follow:

22 1099-MISC { INSTRUCT

@{ File is empty W volb W CORRG W CORRCY [ Efile [ 1096 [ Printed '
PAYER'S name, strest address, city, state, ZIP code, and telephone number 1 Rents OMB Mo, 1545-0115
AGENCY NAME

AGENCY WNAME LIMNE 02

ADDRESS LINE 1 1 Foyalties 201 2 .
ADDRESS LINE 2 '
CITY WA 98504 1093-MISC

3 Cther income 4 Federal income tax u.l'rthheru-_

Telephone: 360-407-5011

PAYER'S Federal 10 Humber TIM Type RECIFIENT & 10 Mumber % Fishing boat procesds G hizdical and heatth care i
01-2345673 -
RECIPIENT & name HAWE |7 Monemployee compensation 8 Substitute payments...
CTRL
Street addrass APT. |4 Payer made direct sales of [10 Crop insurance procesd
FA000 or mane of consumer
products to 3 buyer
(recipient) for resale =: |7
City State Jp Code [Jp B, |44 e
Account number Forgign | CFSP | USPS OF |2nd TIM (13 Bicess golden pararchute (14 Gross proceeads paid to.
3 3
163 Section 4094 deferrals 16b Section 4094 income State 1 |16 State 1 taw withheld 18 State 1 income :
State 2 16 State 2 taw withheld 18 State 2 income

c"”m-__ \'“n_ﬁr\.& \._‘.'M*’\" . l“"’\.___‘]"\ _MMJ’—&A

In production, you will only see recipient’s forms for your agency (client). Security is
control by client’s 1099-MISC form password. Each agency has its own distinct
password to the use of its 1099-MISC form.

If you've forgotten the 1099-MISC form password, please refer to your e-mail or
contact the Accounting Applications Service Desk, 360-407-8182 or
afrshelpdesk@ofm.wa.gov.

Please provide Service Desk the following information:
e |dentify yourself as a user of Citrix for Account Ability (1099-MISC
Reporting) application.
e Your full name and agency you work for
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

e Your assigned User Name (User ID)
e That you've forgotten your 1099-MISC form’s password for your agency.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

c) Select Module\Import Mapping Utility

ax Form Preparation for 2012 < 9999913-62 500

Tools WGEEMNEE Preferences  Forms  Window [a

¥ Transmitter | Submitter Information. ..,

| Import Mapping Likilicy
[E1 Trv eDelivery for Fres. .,

MNotes., ..

If prompted, select "Full Access" to Citrix Client File Security.

gl

&

'w Client File Security

|

& gerver application iz requesting access bo pour
lozal client files.

“What access do you want ta grant?
" Modccess

o Full dccess

['o you want to be azked again?
(o Alwayz ask me

" Mever ask me again for this server

" Mever ask me again

i

It is very important that “Full Access” is granted to your desktop because the
application needs the files residing on your desktop or agency’s secure folders.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

You may be prompted with the following question:

Import Mapping Utility for 2012 » ;

\i:) Have vou installed the Import Mapping Ltility on this waorkskation?

Mo | Cancel |

ol . S P

Please select "Yes" on "Have you Installed Import Mapping Utility?" dialogue.

You are using Account Ability on a Citrix server. The Import Mapping Utility has been

installed on the Citrix server.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

d) Open your source file

Once you've selected Import Mapping Utility from the Module, you will be
presented with the "Account Ability - XXXX Import Mapping Utility 20.00”, module.

Account Ability - 2011 Import Mapping Utility 20.00 = | E] S
h apping Source File Decimal Drelirniter Header
{* Mormal * Read
ol e | j  Implied =l e Skip
Mo | Source Field | Destination Field | Source Field | Mo | T |
Fecord of [:3? Tools - | ‘ ‘ @ Help | Close ‘

e

.

If you do not see this “Account Ability - #### Import Mapping Utility"”, look in your

[ 2 -

computer tray for the computericon, this is your Import Mapping

Utility.

Page 14
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

1. Locate the source file to
be used by clicking on
the “Locate the source
file to be used...” button

Locate the source file to be used...
] e The default “Look in” may be a folder on
ﬂ .i N”’lr,"'?j' Citrix server.
e
H ﬁ)-‘l-— '-L

@ This is NOT where you want to look for the
text file that you've exported from Enterprise
Reporting Web Intelligence.

You will want to look for your file where
you've saved it, which is your computer.

The name that represent the path to your
computeris “C$ on ‘Client’ (V)"

2. Click on the Drop down arrow to access a list of the “Look In” — then
select the “CS on ‘Client’ (V ;) folder.

Locate your source file, then click *0Open™

@ Desktop

I Recent
4

by Diocuments

3. Navigate to the “C$ on ‘Client’ (V :)' and select it fo open the folder.
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(2)

Create Import Mapping File

[Module\Import Mapping Utility]

@ Desktop

I5) Recent
ty Documents
:J by Camnpater
# E$ on Client' [E:)
2 F$ on Client' [F:)

2 J$ on Client' (J:)
2 1% on Client' [T:)
0% on Client' [1J:

My Documents

‘i’[ 5 2% on Thent' 2
i_ f

\':.j ty Metwork, Places

x Trinkhb-nondes on 'Ofmapalyd0Ehindividual [):

Use the "C$ on 'CIiJnt' (V)" path designation to
navigate to your computer's folder.

by Computer

@

File name:;

Filez of type: IE:-u:eI

[*CSW], Test [ TXT) Cancel

The “CS$ on ‘Client’ (V :)’ folder where your source file lives.

Remember: If you receive the “Client File Security” request access, you
will want to grant it “Full Access”.

4. From the “C$ on ‘Client’
(V:)' Look in path, select
your source file and click
Open

For the purpose of training only, your source
file lives in the following folder:

Location in training room: Users\trainbass\my
document
File Name: O_IRS_1099_Training.txt

When you are back in your office, you would
still use the “CS$ on ‘Client’ (V :)" as the bridge
to your agency network/computer, but you
will want to locate the folder path of where
you've stored the text tab delimited file
source file.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

5. Once Source has been x
selected, click OK on the .
SYSTem,S instructions to \]‘) To open the selected source: file, click the "open button® above,
click The Open button to
open the selected source K|
file

Click here to open the J
selected source file

1Ll L

K e - hl
! Account Ability - 2011 Import Mapping Utility 20.00 |. ==l ﬂ
-
t apping | SDurcel
TasForm——— 1 Mapping Source File Decimal Drelirniter Header
. e % Mormal ¥ Fead
I v| LA2012 05 10994 Traininghd_IRS_1( Tah -
’7 ’76 ﬁ—Hrl gﬂ@ ’71" Implied—Hr . —I ’71" Skip—‘
No. | Source Fiskd [ D fiwehi®M Field | Source Field | No.| T |
1 IRS Box -
2 Taxpayer Id A Sourcefile
3 Tax Type
4 Wendor Mame selected
a YWendor Address 1
g YWendor Address 2
7 Yendor Address 3
g Wendor City
| YWendor State
10 Vendor Zip
11 ArnoLnt
12
13 I
Fecard 1 of 26 % 4 » » | %? Toals vl Execute | Save DUIDUtl @ ﬂelpl Cloze |
a
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(2)

Create Import Mapping File
[Module\Import Mapping Utility]

e) In the Tax Form field, click on drop down list and select 1099-MISC schema. This is
our destination

.E‘!": . 1 Al

Mapping I Source I

Tax Form

1099 -HISC1R

Account Ability -

M apping | Source I

2012 Impork Mapping U

REE

Tax Form———  Mapping— [ Source File Decimal Delimiter Header —
) - - - 3 . £ Momal ' Read
|1[199 MISC vl = E ’7IV.\4_IHS_'I DSS_MISC_FEeport|ng\2D1Z_Account_.ﬁ.blhty\lHS_1_F|ent_d ) ’7{_ Implied—‘ ’7Tab LI ’7(__ Skin
—
Ma. | Source Field H| [ estination Field | Source Field | Ma. | T | -
1 IRS Box " ) Mame line 1 0 %
2 Tarpaver Id M_ISC t?x form to | pame fine 2 o %
3 Tax Type display its schema | Street address line 1 o %
4 Vendor Mame {the fields in the Street address line 2 0 %
5 YWendor Addresd 1 Destination) City o %
g Wendor Addresd 2 State o %
7 YWendor Addresdl Zip code o %
g Wendor City USPS Delivery Point 0 u
9 Yendor State Foreign address indicator o1
10 Vendor Zip Fareign city, province, postal code o %
11 Amount TIM Type MAA o T
Taxpayer id 0 M
Mame contral o %
Account number o %
CFSP Reporting State o %
Direct sales indicator o1
2nd TIN indicator o1
Rents 0 0 c _
Royalties 0 0 c
Other income: 0 0 c
Federal income tax withheld 0 0 c
Fizhing boat proceeds 0 0 c
Medical and health care 0 0 c
Monemployes compensation 0 0 c
Substitute payments 0 0 c
Crop insurance proceeds 0 0 c
Excessive golden parachute payments 0 0 c LI
Recod | 1 |of | 12 % 4 » P ‘ [2 Tools = | Execute | Save Dutputl % Hebp | Cloze |
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

f) Start mapping Source Field to Destination Field

[ Account Ability - 2012 Import Mapping Utility 2 1.00

Magoing | Souce |

' TanFoem o Mapping — [ Sowce Fie |~ Decmd
lm = B || MWRS_1099_MISC_Reperting2012_Account_abiyIRS_1_Rent | 7 & Nomal

=

=]

=
F

Dastination Fisid | | Serce Fiskd
e

Mares e 2

Shrest sdckess bne 1

Sheeed address ne 2

City

State

Zip code

UISFS Delivens Point

Foresgn addeess indic.alos

Foeagn ey, province, postal code
TIH Type ik
Tapapet id

Marre cortiol

Bcgourd rarmbse

CF5SP Riepoiting State
Divect sales ndhcabo

2nd TIM irvchicasbo

Rients

Finépaltiey

Oither oo

Federal mcoms Lo wathiheld
Frhing baat procesds
Medhcal and healh care

oo ooooo o

Eau:esm gdd-m paiach.nl.e paynerts

N VWNIFS T W v a2 17

FOOCoOoOoOoDoCoOooOoOooOooOoDooD o000 0o o
TR LR et L el et L L gy

oo el e, 12 JMJ}M Vot o ,,,....Iﬁ--.l = Jﬁ"*.)l

1. Click on “"Read” radio
button of the Header, if
not already selected.

The "Read Header" will
give you the label for the
fields in the source file.

2. While in “Read” Header It is row 1 in this training file
mode, locate the row

number where “IRS Box" | [ EMEELm_——

source field is positioned.
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

3. Click on "Skip" radio
button of the Header.

Header é

4. While in “Skip” Header
mode, make a note of
the value in the “IRS Box"
source field

(The IRS Box field is row 1
in this training example).

For example, if the IRS Box value is “1”, this tells
you that the *Amount” in this Source file will be
mapped to “Rents” Destination Field.

Account Ability - 3

Mapping I Source I

Tax Farm
“1 099-MISC +|

il
A
3 1

If the IRS box value is *3”, this tells you that the
“Amount” in the particular Source file will be
mapped to “Other Income” field on the 1099-
MISC form (Destination).

Likewise, if the IRS box value is 7", this tells you

that the "Amount” in the particular Source file will

be mapped to “Nonemployee Compensation”
field on the 1099-MISC form (Destination).

Etc...
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

M. | Source Field | D estination Field Source Field
1 1 M arne line 1

2 043758121 Mame line 2

3 1 Street address line 1

4 TRIMH RENT TRAIN WVEMDOR 1 Street address line 2

4] B416 PACIFIC Hw™ E City

G State

7 £ip code

g FIFE ISPS Delivery Paint

9 W, Faoreign address indicator

m  Af42416R1 Fareign city, province, postal c..
11 -BE272 44 TIM Type

T axpayer id

M arme caontral
Account number
CFSP Reporting State

Direct zales indicatar
A TIM ikdieatar

cn

N Ll_'r'\:l::.;l:-b

Other income

Federal income tax withheld
Fizhirg boat proceeds

Medical and health care

M anemployes campensatian
Substitute payments

Crop insurance procesds
Exceszive golden parachute p...
[Grozs proceeds paid ta an attar. ..
Section 4034 defernals

Section 4034 income

Reporting 5

oOoOoDooDoooO o oo oD

5. Select a Source Field and map to a destination field by

6. Double click correlating (Note: You can also map by dragging a field
Destination Field from the source and drop it in the correlating field

in the destination).

Webl Account Ability 1099-MISC Form
1099-MISC_Schema
1) Taxpayer ID Taxpayer ID RECIPIENT'S
IDENTIFICATION Number
2) Tax Type TIN Type e Value "1"means EIN
type
¢ Value "2" means SSN
or ITIN type
3) Vendor Name Name line 1 RECIPIENT'S Name
4) Vendor Address 1 | Name line 2
(On the Statewide

06_1099_MISC_Reporting_Account_Ability.docx Page 21
DES TRAINING - IRS 1099-MISC Reporting January 14, 2013



(2)

Create Import Mapping File

[Module\Import Mapping Utility]

Vendor table, the
address line 1 can

be the DBA
(doing business
as) name
5) Vendor Address 2 | Street address line 1 | Street Address
(including apt. no.)
6) Vendor Address 3 | Street address line 2
7) Vendor City City City
8) Vendor State State State
9) Vendor Zip Zip code ZIP code
10) | Amount Rents (for example) | 1 Rents

Thisis ER Web Intelligence

=
=

Source Field

1

W00 - O O e DO —

Ij—l
04375812

TRINH 4050 TEST 1
E416 PACIFIC Hw E

Because the [||:||::> |_I

data is IRS Box
1's data, you are
mapping this
amount to
"Rents"”

Thisis Account Ability

Source Field

=
o

Marme line 1

Mame ling 2

Street addrezs line 1
Street addrezs line 2

City

State

Fip code

JSPS Deliveny Paint
Foreign address indicatar

TIM Type

Taxpaver id

Mame control
Account number
CF5SP Reporting State
Direct zales indicator
2nid TIMN indicator

F

Foreign city, province, postal c..

TRIMH 4050 TEST 1

B416 PACIFIC Hw™' E

354241561

EIM
043758121

I'iu_-,-aili-:

Other inconme

Federal income tax withheld
Fizhing boat proceeds
Medical and health care
Maonemployee compenzation
Substitute payments

Crop insurance proceeds

Section 4094 deferrals
Sect incame

Excessive golden parachute p...
Gross proceeds paid o an attor..

oo oo oo oo O O o

—_

o J e e e e L P e R ) e

—

ocooooL,oooOo o
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

You know that you have mapped all fields (except for the IRS Box) from the Source Field
section to the Destination Field because in the Destination section if will see data in

Destination Field and Source Field columns:

Account Ability - 2012 Import Mapping Utility 21.00

Mapping | Source |

jE;

Taw Form Il apping Source File
’7| 1899-HISC - I ’7 ) E—‘ ’7|V: WA_IR5_1033_MISC_Reporting2012_Account_ability W RE_1_Rent 3 )

|

Decimal Drelimiter Header *
& Momal ' Read [:
Tab vI

 Implied ( | ’7(" Skip

Ma. | Source Field | [iestination Field

| Source Field

=
=1

T axpayer id

t ame cottral

Accaunt number

CFSP Reporting State
Direct sales indicator
2nd TIN indicatar

Rents

Royalties

Other income

Federal income taw withheld
Fizhing boat proceeds
Medical and health care

Monemployes compenszation

Substitute paymentz
Crop insurance procesds

Ewcessive golden parachute payments

gl |2l LRAR P o g g 0] B

1 IRS Box Hame line 1

2 Taxpayer Id Mame line 2

3 Tax Type Street address line 1

4 Yendor Mamne treet address line 2

<] YWendor Address City

g Yendor Address 2 State

7 Yendor Address Zip code

2 Yendor City USPS Delivery Paint

9 Yendor State Foreign address indicator
10 “endor Zip Foreign city, province, postal code
11 Amount TIM Type

Wendar Mame
Wendor Address 1
Wendor Address 2
Yendor Address 3
Wendor City
Wendaor State
Yendor Zip

S5M
Tawaw Id

-
=
]
£
=

cooooooooo

—

lDDDDDDDDD:DDDDDNDDDDDLDO:I'\IU'JU'IJ&

)
}
:
?
?

T
$
%
%
&
$
&
$
u
|

%
T
N
$
$
$
|

|

=
=
c
c
c
c
c
=
=
c
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

HMISMMI

"‘Ithnlm—'-Hm—"-Sm:&Fh Decamal Drehmiter
. e . + Momal
|1l]99-HIS[: 'l o B || VALIRS_1039_MISC_Reportng\Trainn | (5 L: | “ Tab =)

Mo | Source Field | Dieshnabion Field Source Field

IRS Bow Mame line 1 :_—_D.vmwm
Tanpayer [d Hame line 2 Wendor Address 1
Tax Tupe Street address ne | f— \erdor Address 2
Wendor Hame Shrest addess ine 2 =4 Vendor Address 3
Wendar Address 1 City - P Vendar Ciy
Wendor Addiess 2 Stale g Werndor State
Wendor Addiess 3 Zip code Vendor Zip
Wendor City USPS Dekvery Point

Wendar State Foreign address ndicatos

Vendor Zip Foreign city, province, postal code

Amount TIN Type e 55N

Hame control

Account rumber

CF5P Reporting State

Ditect sabes indicabor

2rod TIN ndicatos

Rents q—'
Royalties

DOther mcome

Fedesal ncome bax withheld
Fizhing boat procesds
Medical and health care
Honemployes compensabion
Subcstilube paments

Crop insurance proceeds
Ewxcessive golden parachute pay.

= =20 00~ N e e By

= o

GDEGDGQDQ?

DD O

—oocoocomooo o
[ = T = B T T e - e I e A O

[=R=N=1=N=1 N1
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

g) Header Skip

Once you've mapped all source fields to Destination fields, Click on “Skip” radio
button of the Header before you click Execute

Header é

" Flead {
i+ Skip .

h) Click Execute (button is locate at the bottom of the Account Ability Import Mapping

Utility) to create your Import Mapping File

ﬂlg

Save Import Mapping File in your ‘Client $ on (V:)' folder.

Always make a note of the
Location: Where you've saved your file
Name: What you called your file

Note the “1099MISC” that Account Ability has added to the name of the mapped
file.
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K)

Save in;

Fecent

®©

Deszkiop

o

ty Documents

=

ky Computer

(2) Create Import Mapping File
[Module\Import Mapping Utility]

I 2012MaPs

~| « Bk E-

I=1 Recent
@' Desktop

(3 My Documents
g ky Computer
J4 3% Flappy (42

e L Dizk [T
I Pra iles
coountEbility

Ic=h Tax Farrn Preparation

= 2012
=3 It

= 2012M

,‘L CD Drive (0]
- AL T

4PS

It's very im
save outpu

computer's|drive. This is
the name df the path
hetween the Citrix server
and your tqlmputer's folder.

hortant that you
[ to your

File narme;

IIHS_1_H entz1033MI5C

=

Save

VEPPC W LY A

Note Importing Instructions

Location: Users\trainbass\my document
File Name: 0_IRS_1099_Training

Note that Account Ability will attach "1099MISC" to the end of the file to indicate
that data source was mapped to form 1099-MISC.

Write down the folder within your C$ on 'Client' (V :) of where you've saved your
mapped data file.

For the purpose of training only, your mapped file (....1099MISC) should be saved in
the following folder:
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(2) Create Import Mapping File
[Module\Import Mapping Utility]

.
11 Importing Instructions ﬁ

I
B —
I.-’ ‘-.I Destination has been successfully saved in
- © FILE: 0_IR5_1099_Trainingl099MISC.TXT
PATH:

usersitralibasimy d6eum et o burbSe of ARG O |

In order to import this file

II.||

— 1) Start ACCOUNT ABILITY

2) Open "Client (Filer) Management" from the "Module” menu
3) Double click the Client (Filer) to be used

47 Select Form 1099-MISC from the "Forms" menu

1 5) Select "Import ASCH Text File" from the "File" menu

&) Browse to the FILE in the PATH specified above

7} Click the "Open" button.

[) Click OK to Importing Instructions
m) Click Close to close the mapping utility

n) Select "Yes" to save question “Do you want to save the current mapping?¢”

1 | 1] [

File name: |D_IH5_'I 095 _Training 1059MI5C

Saveastype:  |Account Abiity Map File {*.MAP)

You can save this mapping (*.MAP) for IRS type 1 for future use in your ‘Client $
on (V:) folder.
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(3)

Running the IMPORT
[File\Import]

Before we start the import, let's review the data in the source file, used for this
training. The data file we're using for training purposes is "0_IRS_1099_Training.xIs".

This source file contains 25 rows, including a column header row, with a total of
$8.,000,000 in miscellaneous payments.

1
2 '1 043758121 '1 TRINH RENT TRAIN VENDOR 1 6416 PACIFIC HWY E FIFE WA 984241561
3 '1 '043758121 '1 TRINH RENT TRAIN VENDOR 1 820 AST STE 300 TACOMA WA '931025221
4 '1 '043758121 '1 TRINH RENT TRAIN VENDOR 1 820 AST STE 300 TACOMA WA '931025221
5 '1 '203743058 '1 TRINH RENT TRAIN VENDOR 2 DBA MARTIN SELIG REAL ESTATE CIONORTHERN TRUST BANK FSB 1414 4TH AVE SEATTLE WA '931012202
6 '1 '270030977 '1 TRINH RENT TRAIN VENDOR 3 1612 S MILDRED ST STEB TACOMA WA '934050512
7 '1 '338347105 '2 TRINH RENT TRAIN VENDOR 4 17554 N LONESONME DOVE TRAIL SURPRISE AZ '85374
8 '1 '452597705 '1 TRINH RENT TRAIN VENDOR 5 7711 MARTIN WAY E OLYMPIA WA '985155522
9 '1 '535241 495 '2 TRINH RENT TRAIN VENDOR 6 433HWY 12E POMEROY WA 'QQSHQEEE
10 '1 '535504932 '2 TRINH RENT TRAIN VENDOR 7 3737 WIGGINS RD SE OLYMPIA WA '985014355
11 '1 '535503314 '2 TRINH RENT TRAIN VENDOR 8 DBATHIERMAN WHSE C/0 SDS REALTY 108 N WASHINGTON ST STE 500 SPOKANE WA 'QQZEH
12 '1 'SEEFETBEE '2 TRINH RENT TRAIN VENDOR 9 823 TOWNSEND SACKMAN RD COLVILLE WA '991149731
13 '1 '537088534 '2 TRINH RENT TRAIN VENDOR 10 GABELEIN BROTHERS SEPTIC 2038 E ASHER LN FREELAND WA '982499595
14 '1 '535552295 '2 TRINH RENT TRAIN VENDOR 11 30948 HIGHWAY 20 E REPUBLIC WA 'QQWEEETBE
15 '1 '551405523 '2 TRINH RENT TRAIN VENDOR 12 DAVIS, DEBRA K PO BOX 169 LAUIER WA '991450159
16 '1 '731495293 '1 TRINH RENT TRAIN VENDOR 13 DBA C&D PROPANE 2925 BLACK LAKE BLVD 8W TUMWATER WA '985125195
17 '1 '731495293 '1 TRINH RENT TRAIN VENDOR 13 DBA NORTHERN ENERGY PO BOX AE MOSES LAK WA '98837
18 "I '750755519 "I TRINH RENT TRAIN VEMDOR 14 PO BOX 430 ARLINGTOMN WA '98223
19 "I '750755519 "I TRINH RENT TRAIN VEMDOR 14 PO BOX 430 ARLINGTOMN WA '982230430
20 "I ’QDDDQQDBS "I TRINH RENT TRAIN VENDOR 15 8440 135TH AVE SE NEWCASTL WA ’980593314 -B7446,
21 "I ’911279940 "I TRINH RENT TRAIN VENDOR 16 P O BOX 430 ARLINGTOMN WA ’982230430 575922
22 "I ’911434115 "I TRINH RENT TRAIN VENDOR 17 7919 N DIVISION SPOKANE WA ’QQQDE 114
23 "I ’911940961 "I TRINH RENT TRAIN VENDOR 18 600 UNIVERSITY 8T 8TE 1925 SEATTLE WA ’981011175 -4191
24 "I ’912021948 "I TRINH RENT TRAIN VENDOR 19 35340 US HWY 12 MACHES WA ’989379537
"I ’91 949 i’ 500 4 SE } ’813

Recipient, TRINH TRAINING VENDOR 1, shows up in 3 rows as follow:

Row 1 =$56,272.44
Row 2 =18,757.48
Row 3 =37,514.96

A =} L U = s 1] H
Vendor Vendor
IRS Box A Taxpayer Id hd Ml Vendor Name Ml Vendor Address 1 M Vendor Address 2 b Vendor Address 3 | City bl State ﬂ Vendor Zipunmonnl
v

Total for TRINH TRAINING VENDOR 1 is $112,545

Vendor 13 shows up in 2 rows.

Vendor 14 shows up in 2 rows

In essence, this source file has 20 distinct vendors (recipients) and 1 column header
= 21 forms will be created if we use the “Rollup (Append” function.

If we use the “Append” function, 25 1099-MISC forms would be created.
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(3) Running the IMPORT
[File\Import]

a) Open Client Click Module - Client (Filer) Management
(Filer)
Management ZE ACCOUNT ABILITY - Tax Form Préy

Maodule

Import Mapping Lkilitsy

~ Mh

# Client (Filer) Managemenk

Preferences  Faorms  Window

' Transmitter § Submitter Information. ..

Client (Filer) Management

[& FileCabinet Control Panel

1

RS )

Highlight your client (your agency) and click [Select]

210

WM

B

Clients (9] Client 1D Mame I T axpayer 1D I ‘Year I -
lents ~
0550 ADMINISTRATIVE OFFICE OF THE COURTS | 11-2345678 | 2011
& New.. 1630 CONSOLIDATED TECHMOLOGY TEST 159753852 | 2011
| Ed. 17490 DEPARTMENT OF ENTERPRISE SERVICES |93-7654321 | 2011
= Delete. 414050 DEPARTMENT OF TRANSPORTATION 57390
e 4300 CHilTest Agency 1 43002771 2011
e 5900 o st Agency 2 123456789 2011
B Active Foms.. £300 Chitsmliest Agency 3 G7-EE43218 |20
! Notes 7900 Christi Test Agency 4 44-4444444 2001
& sct u 300 Christi Test Agency 5 555555655 | 2011
Clve Llgers...
Reports ¥
Import/E xport ¥
‘(a_:ill Client 1D I 1= ﬂeleasel ':@ Help

b) Open Active Select 1099-MISC
Forms

MISC form.

Note: When Account Ability is production ready, DES will provide
you with a password to your agency’s 1099-MISC form.

Each agency will have its own distinct password to use the 1099-
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(3) Running the IMPORT
[File\Import]

@ #Ackive Forms. .. L‘Ztrl{L

1095

1095-C
1093-E
1098-T
1093-4
1099-E
1099-C
1099-CAP
1099-DIY
1099-

1093-H

1099-INT
1099-k

1099-LTC

1099-010
1099-PATR
1095-0)
1095-R
10995
1099-54
3921

5922
5495
S495-ESA
5495-54
W-z2
Wz C

I
Enter Client’s 1099-MISC form password

(the password is not necessary in DEV/TRAINING environment)

c) Import ASCII

Open File = Import --> ASCII TextFile

TextFile
06_1099_MISC_Reporting_Account_Ability.docx Page 30
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(3)

Running the IMPORT
[File\Import]

|—E ACCOUNT ABILITY - Tax Form Preparation for 2012 = 9999913-62500-r44r54

(Jrl:ler By Security Tools Module Preferences Forms

Windo [‘3 Help Desk, '

1 FAt Filer "INSTRUCT"
'ﬂ? =2 Ins
Locate, .. F5 [
= Melete,,, Chpl el \
E Tobals Fa
W' Save Fa ;
MK Cancel (o |
B & Tmport ASCTI Text File...
5% Fennrk Tkl HOll FarAaEra Bror Tear. .,
Another Client's Returns. ..
Backum, .,
IRSTAX File. .. Chrl+1

Restare. ..
E Electronic Reporking. .. Zhrl+-E
E Customize. .. )
Brint Fatms. .. kel +F '
Print Farms For Selected Record, .. ChelHAEHR
ES¥ Print and Mail...
|}, Control Report Ckrl4-P

Reqister Lisking Chrl+R

CF5SP Exception Report

Missing TIM Register Chrl+T )

TIM Matching Error Redgisker Chel+Al+T
" Exithbis Fprm F10 M—\?
—\.J E ﬁWJ “‘--r#

Navigate to your 1099MISC mapped file
Highlight your mapped file and click [Open]

For training purposes only
Location: users\trainbass\my document
File: O_IRS_1099_Training1099MISC

Click “Yes" to confirm Okay to import
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(3) Running the IMPORT
[File\Import]

Ckay toimpork?

0 File specification 0_IRS 1099 Trainingl099MISC, TAT in Fu:uld!_
\-4) C:hAccount .ﬁ.bilityﬂcuntains 25 record(s), | '
.
- -
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(4) Running the IMPORT - Append

The Rollup Option Dialog

If you have several distinct text files which, when combined, result in a single return for
each recipient, you will find the Rollup option quite beneficial. Aslong as each record
of each file contains a primary key field, such as a taxpayer identification number (TIN),
Account Ability can roll up these files over multiple import sessions.

The Rollup Option dialog

contains three options

e Append: Each record of your source file is appended to the end of file
regardless of the existence of another return with the same primary key (ie, TIN).

e Rollup (or Append): The primary key field (ie TIN) of each record is compared
with those already on file. If a match occurs, the existing record’s currency
information is accumulated (rolled up). Otherwise, the record is appended to

the end of file.

o Erase existing records: If checked, existing records are first erased ensuring that
the current import session begins with an empty table.

Rollup Option:
d) Append

The "Append" function creates a 1099-MISC form for each row
that exist in the source file.

The "Append" function does not discern that a recipient's form
already exist in Account Ability.

Each record of your source file is appended to the end of file
regardless of the existence of another return with the same

primary key such as the TIN.

Append = Add returns

ollu i X
7z x

{* Append

Ok

{ Rollup [or Append) Cancel

[~ Eraze existing records E Help

Based on the information on the source file used for training,
Account Ability will create 25 forms and TRINH TRAINING
VENDOR 1 will have 3 forms

Form 1 $56,272.44

Form 2 $18,757.48
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(4) Running the IMPORT - Append

Form 1 $37,514.96

TmEmttad e W umf ¥ 7

09/04/20 Your Agency ID [NLIM @ . Kj©| Order Forms
ﬁ

# of returns trinhb

e) Append again

Rollup Dption ﬁ

r Select Folup Option
0K
{* Append

{* Rollup [or Append] Cancel

[~ Erase existing recards

09/04/2012 | Your agency ID IM @ ;i 0| Order Forms
_—

50 refums F vinhb

Based on the information on the source file used for training,
Account Ability will create 50 forms and TRINH TRAINING
VENDOR 1 will have 6 forms

Form 1 $56,272.44 Form 4 $56,272.44
Form 2 $18,757.48 Form 5 $18,757.48
Form 3 $37,514.96 Form 6 $37,514.96
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(4) Running the IMPORT - Append

f) Append and Erase
existing records

Ok

{* Append
[ | » Bollup [or Append]

[v Erase exizting records

Based on the information on the source file used for training,
Account Ability will create 25 forms and TRINH TRAINING
VENDOR 1 will have 3 forms

Form 1 $56,272.44

Form 2 $18,757.48

Form 1 $37,514.96

TREmEaE e W e OF T =
039/04/2( Your Agency D FNUM | @3 K18 Ouder Foms|  # of retums
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(5) Running the IMPORT - Tools/Kill This File

Let's assume that you want to start over from the beginning.

You can do this using the feature, "Kill This File".

—E ACCOUNT ABILITY - Tax Form Preparation for 2012 < 9¢

File ©Order By Security =l Madule Preferences  Forms

Zicar Prink Indicators, ..

Set Print Indicators. ..

Clear 1096 Indicators. ..
Set 1096 Indicatars. ..

Clear Efile Indicatars., .,

Set Efile Indicators., ., I.’ E

Clear Carrected Indicatars. ..
Set Corrected | (G) Indicatars,
Set Carrected () Indicatars,

Print Window. ..

BT Kill This File...

tﬁh e eie = #

P Werify, .. Chrl+y
B Address Verification  Cri-alk+y

Assign Account Mumbers. ..

IUpdate Taxpayer Database. ..

d."'.nnﬂ-n_."-"k:r_-- H”\-...’ﬂ-"\_r‘-r

Activating this feature will clean out your agency (Client)'s reporting year of all 1099-
MISC forms previously created via the Import Utility.

It is very important to preserve your source files.

Let's clean out your agency (Client)'s reporting year of all 1099-MISC forms: Click Tools
and Kill This File.
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(5)

2% 1099-MISC - INSTRUCT

Running the IMPORT - Tools/Kill This File

BNz

&l ID#9 [CwolD [ CORRE [F CORRICY W Efle W 1096 [ Printed
PAYER'S name, street address, city, state, ZIP code, and telephone number 1 Rents OMB Mo, 1545-0115
AGENCY MNAME j0.00
AGENCY NAME LINE 0OZ
ADDREESS LINE 1 I Foyalties 201 2
ADDRESS LINE 2 0.00
CITY WA 98504 1093-MISC
3 Cither income 4 Federal income tas u.lrthhe
Telephone: 360-407-3011 $0.00

&..

01-2353456878

PAYER'S Federal ID Mumber

[ TIN Twne

Confirm

RECIFIENT & name

2)

Strest addrass

Are wou sure?

[RFCIPIFHT 5 1N Momhber

fi _Fizhinn hnat nhread=

X|

You are requesting to DELETE all of the selected client's returns!

fi hiedical and health care
§0.00

.-l.""

ubstitute payments. ..

40. I:u:n

Crop insurance pmceet

Citwy

State

Zp Code
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(5)

1099-MISC - INSTRUCT

Running the IMPORT - Tools/Kill This File

X

@&, File iz empty F volb [ CORR(GY [ CORR(ZY [ Efle [ 1096 [F Printed
PAYER'S name, street address, city, state, ZIP code, and telephone number 1 Rerits OhiB Mo, 1545-0115
ALGENCY MNAME
AGENCY NAME LINE 0=
LDDRESS LINE 1 2 Royatties 201 2
ADDRESS LIME 2 %
CITY WA 98504 1099-MISC

2 Other income

<4 Federal inzome tas withhald

Telephone: 360-407-23011
PAYER'S Federal 10 Mumber TIM Type RECIFIENT S 10 Mumber 4 Fizhing boat procesds & hedical and health care
01-2345678 -

RECIPIENT & name

HAE
CTRL

T Monemployes compensation

& Substitute payments...

o Payer made direct sales of
5000 or more of consumer
products to a buyer
(recipiert) for resale =: |7

13 Exgesz golden paranchute

10 Crop insurance proceeds

14 Gross= proceads paid to...

16 State 1tax withheld

1% State 1 income

Street address APT.
City State ZJp Code |Zp Bt
Aooount number Foreign | CFSP | USPS OF [2nd TIN
= =
153 Section 4094 dafemals 15k Section 4094 income State 1
State 2

16 State 2 tax withheld

12 State 2 income

E-Man:\

& e

m"‘ﬂ@‘ R

A e

deleted

All returned have
been successfuly

5 -

A RO PR
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(6) Running the IMPORT - Rollup (or Append)

g) Rollup (or Append)

The "Rollup (or Append)" feature allows multiple
import session rollup of Recipient returns.

If a recipient already exists in Account Ability,
"Rollup (or Append)" function will import additional
activities from later source file and roll these
additional activities into existing Recipient, result in
a single return for each recipient.

Let's review the data from our source file (the one used for training):

Recipient, TRINH TRAINING VENDOR 1, shows up in 3 rows as follow:

row 1 = $56,272.44
row 2 =18,757.48
row 3 =37,514.96

Total for TRINH TRAINING VENDOR 1 is $112,544.88

Vendor 13 shows up in 2 rows.
Vendor 14 shows up in 2 rows

In essence, this source file has 21 distinct vendors (recipients)

While in your client’s 1099-MISC form, click on File\Import\ASCII Text File.
Select your “0_IRS_1099_Training 1099MISC" file and click Open.
Confirm that that it's ok to import 25 record (s) by clicking YES.

x
— Select Rollup Ophion
OF.
= Append |
f+ Bollup [or Append) 4 Cahcel |

[~ Erase existing records [7] Help |

— | + Rollup if has matching TIN

+ Append (Add) ifnew TIN

Multiple Users:

BECAREFUL - If second user attempt to

import, will get DBs being used error

message.

BECAREFUL - If “Erase existing records”, it
will erase all recipients previously created.

There should be 21 returns

TRINH TRAINING VENDOR 1 should have 1 form created for $112,544.88

Recipient, TRINH TRAINING VENDOR 1, shows up in 3 rows as follow:

row 1 = $56,272.44
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(6)

Running the IMPORT - Rollup (or Append)

row 2 =18,757.48
row 3 =37,514.96

Total for TRINH TRAINING VENDOR 1 is $112,544.88

h) Rollup (or Append)
again

Click File\Import\ ASCII Text File again.
Select "0_IRS_1099_Training 1099MISC" file and click Open.
Confirm that it's okay to import 25 record (s) by clicking Yes.

mSkg

Rollup Option [
Select Rollup Opti
p Option Ok
(" Append
= ki o eoerd Cace
| [~ Erase existing records [7] Help

———————————————————————
There should be 22 returns (the last one is an empty return)

TRINH TRAINING VENDOR 1 should have 1 form created for
$225,089.76

TREEaE e W o ©F T
:NLIM @ . Kj©| Order Forms

09/04/2 # of returns

trinhb

Yaur Agency ID

i) Rollup (or Append)
and Erase existing
records

Click File\Import\ ASCII Text File again.
Select *0_IRS_1099_Training1099MISC" file and click Open.
Confirm that it's okay to import 25 record (s) by clicking Yes.
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(6) Running the IMPORT - Rollup (or Append)

Ok

{* Append
[ | » Bollup [or Append]

[v Erase exizting records

There should be 21 returns

TRINH TRAINING VENDOR 1 should have 1 form created for
$112,544.88

T el ¥ WW"! =
Your Agency ID FNUM @) B1 ) Osder Foms| ~ # of retums
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(7)  Exit Account Ability

Please exit Account Ability  File\Exit this Form

S0 Order By Security  Tools  Madule  Preferenc

] Edit Filer "INSTRUCT"
‘ User Information Chrl4-LU
'{'.? Tl Ins
v=| Locate. .. F5
= [iglete. .. Ckrl+Del
E Totals Fa
W' Save Fa
MK Cancel bl +F5
@ﬁ Irnpork k
SD Export... Chrl4-
Backup. ..
Restare...
—
w5 Electronic Reporting. .. Ckrl+E
E Cuskomize. ..
== E
=} Prinkt Farms. .. Ckrl+F
EEJ Print Forms for Selected Record..,  Chrl+al+F
52 Print and Mail. ..

{, Control Repaort Ckrl4-P
Reqister Listing Ckrl+R,
_F5P Exception Repork
Missing TIM Register Chel+T
TIM Makching Error Regisker Chel+Al+T

s+ Exit this Form

Then click Module \ Exit Account Ability
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(7)  Exit Account Ability

G- Freferences  Forms  indow

Z# Transmitter § Submitter Information. ..

ﬁ Client (Filer) Management
Import Mapping Likility
[&) FileCabinet Control Panel

Motes. ..

Help

Fz

[%j Copy a Transmittal's Path
|E| Wiew a Transmittal's Filers

$1% RS FIRE System

i@ IRS FIRE - TEST File Processing
&4 Rename an IRSTAX File. ..

M Prepare IRS Transmittal 4604, ,

}; 558 Accuibtage 2011 Lklity
,E& 554 Accu'2C 2011 Ukiliky

F3
F4

&’ 534 Business Services Online

1 Rename a WZREPORT (W21 File. ..
B Rename a WZREPORT (W2 File. ..

+* TIM Makching

Oubsourcing Services

Re-allocate
Frepare Laser...

Explore
‘ Logged Users,

-;'_E;‘ Backup/Restore. ..

Sk Exit Account Ability

Click “Yes" to confirm exit Account Ability:

_*

9 )
2

ies |

Okay bo exit Account Ability?

=

"‘Jml‘“

2

If you are still logged on to Citrix for Account Ability, please click on “Logoff”:
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(7)  Exit Account Ability

Select views

Make sure you have successfully logged off from the Web site (Citrix web site).

Washington State Department of

Enterprise Services

Logged OFf

You have successfully logged off from the Web site, |

Click here to return to the Logon screen
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(8) Important information about Shared Recipients Database

The Shared Recipient Database is Account Ability’'s Recipient Master List. All Agency
Users with access to Account Ability will be able to view the recipient’s information in
this Shared Recipient Database. This Shared Recipient Database is updated each time
a 1099 User manually created a form, manually updated a record, or manually did
anything while in Account Ability.

Because all Agency Users have access to this Shared Recipient Database, please
create or edit your records outside of Account Ability.

Please utilize the Account Ability IMPORT feature to import any data or correction
needed in creation of your 1099-MISC form:s.

If you've accidentally updated a record while in Account Ability, please access the
Shared Recipient Database and DELETE the recipient information. Deleting the
recipient information from the Shared Recipient Database will not impact information
already included in the 1099-MISC form.

For example, let’s say you need to manually check the [Printed] flag on the following
1099-MISC to indicate that the form has already been printed:
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(8) Important information about Shared Recipients Database

™Z 1099-MISC - AGENCYID

@L ID#4 CvolDb [ CORR(Z [ CORR(Cy | Efle [ 10§6 [T Printec
PAYER™S name, street address, city, state, ZIP code, and telephone number 1 Rentz M 0115 |
AGENCYT MAME 1 §5,437,137.20
AGENCY MAME 2 2 2
ADDRESS LINE 1 2 Royatties
ADDRESS LINE 2 §0.00
CITY WA 98504 1099-MISC
(3 DTher income 3 Federal income tax with
Telephone: 360-407-8011 §0.00 §0.
FAYER'S Federal ID Number TIN Type RECIFIENTS ID ihl'l'lbi.l' |5 Fishing boat proceeds G hedical and heakth care -
Q5-7654321 S5N - IFD3T‘!EEI53 §0.00 $0.
RECIPIENT & name HAME |7 Nonemployes compensation |8 Substitute payments... i
TRINH EENT TRAIN VENDOR 2 CTRL
§0.00 §0.0
DBA MARTIN SELIG REAL ESTATE
Street address APT. |9 Payer made direct sales of |10 Crop insurance proceed
Cf0 NORTHEEN TRUST BANEK FSE FH000 or more of consumer ;
products to a buyer Q.
1414 4TH AVE (recipient) for resale =» O
City State | Zip Code
SEATTLE WA | 98101
FOUnT AUMmiber Fosresgn CFSF | USPS OF |
r
43 Section 0GR defemals 19D Section G095 Income State 1 |16 State 1 tax wEhheld 18 S1Ete 1 income
$0.00 §0 .u’
§0.00 §0.00 State F |16 State 2 1aw withheld 18 Samte 2 incofme
§0.00 §0.0

You click on X
the [Printed]
flag.

¥ Erinted
OhAN Mo, 15450115

.20

— 2012

.00 l/
1099-MISC

4 Federal income tax withheld

.00 §0.00
Then you
clicked the
check
symbol to
[Save].
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(8)

Important information about Shared Recipients Database

Because you have manually edited this 1099-MISC by clicking on the [Printed] flag, this
recipient information will be saved in the Shared Recipient Database.

You will need to access the Shared Recipient Database and DELETE the recipient

record. This action will not impact the recipient information already on the 1099-MISC.

You can delete the recipient information from the Shared Recipient Database via the

1099-MISC form.

To DELETE
recipient
information
from the
Shared
Recipient
Database,
position your
cursor in the
“Recipient’s
ID Number”
field and
double-
mouse click.

2 FoyaRies 201 2
$0.00
1099-MISC
4 Dther income 4 Federal income tax
407-8011 $0.00 §
TIN Type RECIPIENTS |0 Number % Fizhing bodt procesds & hiedical and heakh
SSN - 203[748058 L $0.00 $
RAEWE |7 Nonemployes compenzation [§ Substiute paymen
N VENDOR 2 CTRL
§0.00 §
& REAL ESTATE
&APT, |9 Payer made direct sales of |10 Crop msurancs pr
UST BANE F3B $6000 or more of conswumer
products to 3 bayer g

This action will bring up the Taxpayer Lookup dialog (in the Shared Recipient Database).

Highlight the
row of the
Taxpayer ID
record that
you want to
delete from
the Shared
Recipient
Database.

Click [Delete]
button

Search Characterz

Search By

Tarpayer D

_| Taxpaver D | I ame |
_I' 203743058 | TRINH REWT TRAIM VENDOR 2

Delete Help

Street
/0 MORTHERM TRUST BAMES

| 208043741 :‘n;;iuiE SOLUTIOMS LLC 2302 4 5T
_2185498?31\. r‘HI:IIT TIMOTHY INGE 9730 180TH Wwisy 5w
| |2E222N 23 WORKFPLACE RESOLUTIONS LLC

_|2282222159 | BAME OF AMERICA MERCHANT S4(

| |222222221 | BEST CUTTING DIE COMPAMY

_|222222277  |CORBETT MICHAEL E 39791 CaMBRIDGE PL
_|222222273 | LANDYOY JUDITH AWM

|22z | 5PRAGUE DAMON PO BOX 2091

| 222222225 | BERMHARDT TIMOTHY A

| |222222226  |JEFFERS ROBERTJ 2001 ARIETTA PL SE
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(8) Important information about Shared Recipients Database

Click [Yes] to Taxpayer 1D Harne Strest At
oXelalilaaRipTo M 202745052 | TRINH RENT TRAIN VENDOR 2 |C/0 NORTHERN TRUST BANK FSE SEA
it is Okay to 208043740 | SME SOLUTIOMS LLC 23024 5T TAC
delete the 216549573 TROIT TIMOTHY INGE 9730 180TH wiay' 5w ROC
selected 2822223 'WORKPLACE RESOLUTIONS L N FED!I
faxpayer 222222159 | BANK OF AMERICA MERCHAN' X ens
record from  [222222221  BESTCUTTING DIECOMPANY 1y ELK
the Shared 222222222 |CORBETT MICHAELE <2/ TRINHRENT TRAIN YENDOR 27 TEM
Recipient 222222223 LANDVOY JUDITH AWM h Al
Database. 222222224 SPRAGUE DamMOM vos " | pral
222222225 BERMHARDT TIMOTHY A = = Tkl
222222226 JEFFERS ROEERT J 0L

IEI'H--.D.E: Iéte:; ; & L.’Hum\lb\ "‘-‘-«-rl"\r#“*’““ -*-.-.J

Note that deleting the taxpayer information from the Shared Recipient Database does
not delete that information from the 1099-MISC form.

Think of the Shared Recipient Database as a telephone book of all recipient
information. This Shared Recipient Database would automatically get updated and
viewable by all Agency Users with access to Account Ability, when a User manually
update arecord or manually create a 1099-MISC form in Account Ability.

If you create the 1099-MISC forms via the IMPORT feature, this Shared Recipient
Database is not automatically updated.
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Supplemental Information on Recipient Address mapping

Example of data from Statewide Vendor (SWV) Table

|

Example of mapping from source file to destination

Source file Destination Form

Vendor Name > Name line 1

Vendor Address 1 — Name line 2

Vendor Address 2 » Street address line 1

Vendor Address 3 — Street address line 2

Vendor City —» City

Vendor State —» State

Vendor Zip —» Zip code
J L How Address shows up on 1099-MISC
\V4

FRANCISCAN HEALTH SYSTEM i
DBA ST JOSEPH MEDICAL CENTER ;
MS 10-04 }‘
1717 J ST \
TACOMA WA 98405

T R T AR
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Supplemental Information on Recipient Address mapping

Online view

B2 1099-MISC - AGENCYID

& D#2

[ ¥oIlb [T CORRE [T CORRC)

¥ Efile

X|

¥ 1096 [~ Printed

PAYER'S name, street address, city, state, ZIP code, and telephone number

AGENCY NAME 1
AGENCY MNAME =2
ADDRESS LINE 1

1 Rents

85,437, 157.20

2 Foyalties

OMB Mo, 1545-0114

2012

ADDRESS LINE Z2 £0.00 %
CITY WA 98504 1099-MISC
3 Other income 4 Federal income tax withheld
Telephone: 360-407-5011 i0.00 i0.00
PAYER'S Federal 1D Mumber TIM Type RECIPIENT S 1D Mumber 4 Fizhing boat procesds & hiedical and health care
95-7654321 35N - 203745055 $0.00 i0.00
RECIFIENTS name HAWE 7 Monemployee compensation |8 Substitute payments. ..
FEANCIICAN HEALTH 3IT3TEM CTRL
§0.00 0.00
DEA 3T JO3EPH MEDICAL CENTER
Strest addreszs APT. |9 Payer made direct sales of |10 Crop insurance procesds
M3 10-04 F5000 ar more of consumer
products to 3 buyer 0.00
1717 0 3T [recipiert) for resale = |_
City State Jp Code || Jp Eit.
TACOMA Wi 95405
OO TITTIEET Foremn| LFer | Done OP | znd TIH |13 Exzess golden pararchute |14 Grosz proceeds paid to...
r r $0.00 $0.00
153 Section 4094 deferrals 15b Section 4094 income State 1 [16 State 1 tax withheld 18 State 1 income
§0.00 0.00
$0.00 $0.00 State I 16 State 2 tax withheld 18 State I income
§0.00 0.00
E-Mail: o e
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Supplemental Information on Recipient Address mapping

1099-MISC view

L] WJHHEW I EU I CNgcked)

AGENCY NAME 1
AGENCY NAME 2
ADDRESS LINE 1
ADDRESS LINE 2
CITY WA 98504

Telephone:

PAYER'S name, street address, city, state, ZIP code, and telephone no.

360-407-8011

98-7654321

PAYER'S Federal identification number

REGIPIENT S identification number
203-74-8058

1  Rents OME Mo. 1545-0115 ’_
$ 5437137.20 | 94 D Miscellaneous
2 Roydties S Income
$ Form 1099-MISC ;
3  Otherincome 4 Federal income ax withhald
$ $ Copy B .go¢
5  Fishing boat proceads 6 Medical and health care _ p
payments For Recipient
$ $

RECIPIENT'S namea, strest address, ciy, sk, and ZIP cods

FEANCISCAN HEALTH SYSTEM
DEA ST JOSEPH MEDICAL CENTER

7 Honemployse compsnsation

B Substiwe payments in lisu
of dividends ar intarest

This iz important tax
information and is
being furnished to

the Internal Revenus

9 Paver mads direct sales of
$5,000 or more of consumar
products 1o a buysr
(recipient) for resale » [

10 Crop insurancs procseds

Service. [ you are
required to file a
retum, a negligencs
penalty or other

11

12

sanction may be

A rinmy AN o ey

MS 10-04 imposad on you if
1717 J ST thiz incoma is
taxakle and the IRS
[FACOMA WA 98405 13 Esxc=ss golden parachue 14 Gross procesds paid ta determines that it
Aczount numbser {sse instrucions) payments an atiormey has not been
reportad,
$ $
158  Section 4094 deferrals 15b  soction 4094 income 16 Shie tawithhelkd 17 ShtePayers stats no. 18 State income
s & _____
] $ $ $ ’
‘Qm&ﬁ_iﬁlﬁt - r-ﬂh - ,n-;_.\ ) JKaa ff:%c:u‘r lemn:ls]_'\_“\ ¥ e JQE&:TBW( af Fa Teeggury ; Intemal Pagetae Seryi
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Supplemental Information on Recipient Address mapping - part 2

Example of data from Statewide Vendor (SWV) Table

CTITY/ST/71P:

Example of mapping from source file to destination

Source file Destination Form

Vendor Name > Name line 1

Vendor Address 1 — Name line 2

Vendor Address 2 » Street address line 1

Vendor Address 3 —» Street address line 2

Vendor City —» City
Vendor State —» State
Vendor Zip —» Zip code

|

J L How Address shows up on 1099-MISC

Vv

HAWKS SENJA L
PO BOX 49
SOUTH BEND WA 98586

RECIPIENT'S name, street address, city, state, and ZIP E:DZ

1
[

<
<

#WW
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